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Accessing cVIP
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Accessing cVIP
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User ID & Password

Contact Us | Site Index | Pri

AFPC F

AFPC Secure - Login
Important Information REG!STEFEU users please login
continue

% AFPCSecure is now DoD PKI Enabled: Click here far information on accessing
AFPCSecure using your CAC andfior DoD PK] Cedificate. User ID:

% First time &ir Force Users: |tis essential for Military members to know their Pay Date and
Date of Rank, and for Civil Service Persaonnel to know their Serice Computation Date (SCD) I
for Leave to support access of authorized individuals to this weh site. Check your LES for Password:
Pay Date and SCD Leave Date.

| \

% Cookies must be enabled: Click here for other carnmaon prablems and solutions. I

Usage Policy Secure Lagin
OFFACIAL U.S. GOVERNMENT SYSTEM FOR AUTHORIZED USE ONLY

Forgotyour passward?
Thizs site i intended for the use of the Air Farce only. Do not reproduce or distribute the content LT you have not used your acco
ofthis =ite ta a wider audience without coordination with the information awner and your unit last four months (120 days), t has
public affairs office. deleted and you will need to creste

Thig is a Department of Defense computer system. This computer system, including all related Create Password Accounts
equipment, netwarks, and network devices (specifically including Internet access) are provided {Non-DoD PKI certificate us
only for authorized LS. Government use. DoD computer svstems may be monitored for all [awiul

purposes, including to ensure that their use is authaorized, for management of the system, 1o

- ) ; ) : : S In arder to gain access to secy
facilitate protection against unauthorized access, and to verify security procedures, survivability,

at AFP™ nlease ranictar Bela
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AFPC Secure Web Site

Contact L= | Site Index | Priva

AFPC Hol

AFPC Secure

These are secure sites.
Please close all hrowsers when you leave the applications.

These sites are intended for the use of the Air Force only. Do not reproduce or distribute the content of this siteto a
wider audience without coordination with the information owner and your unit public affairs office.

MALONE MARGARET, You have access to the following sites:

Civilian_Docs_DFCFiles Frovides a means to download civilian files

— — This application allows current Air Faorce Emplovees access to their electronic
Civilian_Electranic_OFF OPF. You will find the reguired viewing software and instructions at
https heasane. afpc randolph.af. milfeopffeopt_setup. htrm

Civilian ¥irtual In-Processing

The Employee Benefits Information Systern (EBIS) gives civilian emplovees,
semiced by the Directorate of Civilian Personnel Operations (HQ AFPCIDPC) at
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cVIP Welcome Screen

AFPC

; i elcome to ....

Civilian Virtual InProcessing (CVIP)
Air Force Civilian Employee Inprocessing

INSTRUCTIONMS: To hegin civilian inproces=sing press the continue hution helow.

Your civilian Virtual Inprocessing Logon and PIN & yvour typed name on all forms in CVIP have the same effect as your
gignature and are accepted as your eleciron sighature.

Be advised that any false statement in any transaction accomplished through this application, oxr willful
misrepresentation, is a violation of the law punichable by a fine of not more that $10,000 or imprisonment of not more
that § years, or both, according to federal law. Additionally, this may result in disciplinary action up to and including

press CONTINUE.

COMTIMUE

|
ExIT |
5/29/2003
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Locating RPA
AFPC Vs

| RPA Number Request Screen

Civilian Virtual InProcessing

Note: cVIP is
case sensitive!!

Example: 01JAN% or 01JANDEU00000000000
000230 (last 6)

RPA Number: |

1
3 enterpar - Microsoft Internet Explorer provided by AFPC (0] ]

T e 3. YT7* 4, 1T+ &
Civilian Virtual InProcessing

Please Select a RPA number:

\

{When typing m the PPA puwher ensure letters me typed in wppevense)

Wildcard Search
Drop Down List

|ﬂ Done | E—

— o -
5/29/2003 €1 Done U8 [ Intemet y




Locating RPA

AFPC

Civilian Virtual InProcessing

Click on “Continue” Button to
try another RPA number

There is no SSAN assigned to this RPA number.

5/29/2003
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Locating RPA

AFPC

5/29/2003

Civilian Virtual InProcessing

You must supply a Six digit pin for the customer.

|002345|




cVIP STAFFING MENU
AFPC -

\j CVIP TENTATIVE MENU @

I1"| ]
L
|.'|:|'-\.'-\

| | (ERdoN INFORMATION . SUBIET TO PRIVACY ACT OF 1974AS AMENDED) | |
Tentative  Pre-Appt Appt RPA Info Email Addr Refresh ~ Enter New HFD!lludathend to F'J'HilaI EXIT

Only AFPC can
Update/Send to Paris
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THREE STEP PROCESS

Al

TENTATIVE
PRE-APPOINTMENT
APPOINTMENT
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TENTATIVE APPOINTMENT MODULE
LlIFPL "

TENTATIVE SELECTION
HR Specialist
Selectee

\j CVIP TENTATIVE MENU @

(PERSDN INFDE‘MF&TIDN SUEJECT TD PE‘IMCY ﬁCT OF 19?4 A3 ;*-‘-;MENDED)

Tentative F Appt Appt HFA Infn Emn I Mdrl‘tefrus.h Eﬂ“—‘f H'—‘“ RPA Update 5*'1'"!1 to FAH|5 EXIT

5/29/2003



LIFPL

TENTATIVE MENU

e/ CVIP TENTATIVE MENU &

CFIRICH QABTRIAATION - JUETICT TO FRIFACE ACT OF 1974 AS ALICNDELT)
Ianitartive Pr-.-n_._.l T APA Ipdies Emsail & Befres b RRtwr Mo BPS UesisintFoRd ia Fl-fl.lli EXAT

| Click o Lipdete Pe=mrd

F= T8, o F =S A Tard - I

Enama ¢ Iclull-:ll Uirosad

Teatntive Fick Liat (Iype W (MOHT BE CAFTTAL) when tentetive formee have boon gelectod) Fmvenwlmam“
> PARTER[r | Y—emeloyes anmﬁhjr.nm

Cooraglaie Lrasicad Duim Fanl bwmin hr Frra
Weawicad Furmo oy S Sl
B [ | OFSE | (T auymire d) (I scinratisn for Fodersl Ensplaymesath
F I_ I E | (AppEcation M L-Peiot Veter s Proefeconc sh
I_ Bonirod Bhktary <L ang I x o agna s Hxp ot coen rasnt cossplsbe amed Ffooward to belaw oudws o

Form = araalaklc mmnﬂnmmmmumm

Fowms markoedbelorr mest e oslomtbe d witom & sorlcms days 4o:

T
> Adheoc

Cikyr, Stnba, Tap

C pemmwencial Fa Hmber: |
Fax Fombes: |

These Maoree sow alressdy I yoesc poesesmon: [Frovide copdes sanby1)

I bemsienneg frem anetho agenoy sl yen havwe 2 Dot Savimgs Flas [(I5EY loom, yoen TSE lecos oo reocstbaons
I errmedle roheg frers. ansther npeney, year TEE-19, if soailable
F ""Cartifisote of Holeaae" or = Chachsrgs Froms A rtoes Doty™ 0031440
Capar 43
College Trmmecripts
ITAFI N otificatisn sl Erraoenel Action (AF 155 s AAFEEF Fomm
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THREE STEP PROCESS
AIFPC Ve

PRE-APPOINTMENT
HR Specialist
Selectee

‘aj CVIP PRE-APPOINTMENT MENU @

(FERRON INFORMATION - SUBJECT TO FRIVACY ACT OF 1974 A5 AMENDELN

Pre-Appt Tentative Appt RPA Info Enter New RPA Email Addr Refresh  Update/Send to PARIS EXIT

5/29/2003



PRE-APPOINTMENT MENU

Al
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THREE STEP PROCESS
AFPC -

APPOINTMENT
HR Specialist
CPF
Selectee

%g CVIP APPOINTMENT MENU &

(PERSEON INFORMLATION - 3UBJECT TO PRIVACY ACT OF 1974 A5 AMENDELD)
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Al

Appointment Tab

“} mainmoru (41 Miciozoft Internct Explorer provided by AFPC

vCVIP APPOINTMENT MENU &

[:PEREE‘N [HFOAMATION - ET_'I'EI.TE.C-T TD PH[T.TP;DY ﬁET DF ]5‘?4;’55 ;"LMENDE]]I
Email .q““- nt.rrﬂ,h Emnr New RPA ' Upd:mlsand lo PAHIB E::IT

&mtmm.rcntnlnt- I"n -Appt  RPA Info
Clids to Llpd=te Recard

|

MHame: I

Appomtment Pick Liat (Type sm X' (MUET BE CAPTTAL) when forms are gelected) |H_ Five Fmployee access

Commplete Locked Diale
Maxked Farm= ]ly S fler gis:n.ml Puskh Budtwn for Forms
[ [ I INSI3 | (Employment Eligibility Verification)

(WOTE: Stafter roust fust pre-fll udformation on the SFS1 before the employes signs)
r r I I SFE [Appomtment Affulavits)

Information
I tramsferring firom another agency anil von have a Thrifc Savings Plan (TSF) loan, please brmg yvour THF loan

udormation.
| |

a]

4]
l_l—é_li Inbarnel -

5/29/2003



RPA MODULE

Al

BEFA Infe Taotative Pro-Aoot ApDt Entor How RP& Email Addr Befresh Updnte / Bend te PARIE EXIT

HF A Mombare: I "
cviermn: [
mrreTvepaTe [ ]

ersonnel [Dala

[Mamc I I bt o I-hn“l_

sxar=_ | Trvie nf Ririh: | | ¥7%- Civimmnehip: [ ]

Posibion D:al:a

Numbers: 475432 Sequence: |224495
Title: !HUMAN RESOURCES SPECIALIST (RECRUITMEMNT & PLACEMENT)

Location: |F§ANDOLPH A F B/ BE-AR TEXAS
Organization: !AF FERSOMMELCTR FODPCO

Pay Plan: |GS Grade:m_ Ser'ies:lnzu'I

Nature of Action

NOA Code: | I

2nd NOA Code: | |

Legal Authority

Code: I I
5/29/2003
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E-mail Address
AIFEPC "

2 ent_email - Microsoft Internet Explorer provided by AFPC

Civilian Virtual InProcessing

(PERSONAT INFORMATION - SUBJECT TO PRIVACY ACT OF 1974 AS AMENDED)

Email Addr Tentative Pre-Appt Appt RPA Info Refresh Enter New RPA Update/Send to PARISEXIT

| Click to Update Recaord I

Flease type in your email address and press UPDATE
EMAIL ADDRESS

IVIF’{TUAL.INPRDCESSING.F{ANDOLPHAF.MIL (EXAMPLE]

5/29/2003



Al

Confirmation E-mail

B CVIP - Message (Plain Text) _[o[x]

Fie Edit Yew Iserk Format  Tods  Achors Help

6 ey F55 renvoa)

Type a question for belp =

Ii',EFurwad &I—:II w [h'jx ‘.v*véﬂg @‘

[ICTCTTTT TR TITT T

Fram: C¥IP Applcation

SENE: MOnE
Ta:
Cr:
Subject: CYIP
} CIVILIAN VIETTAL INPROCESSING NOTTFICATTION :I

d#*d Thizg email ig to motifiy ywou that the amploes listsed bBelow has
completed the necessaxy foxm far In Processipg ##dsd

.

Applicant: \Virtual I Civilian  kas conpleted tha necespary forms 1xn the Pre
Anpointmant Module roxy, EREPA: 02 OFCEPAFPCORCE 72559

5/29/2003



AFPC —

Civilian Virtual InProcessing

Refresh Tentative Pre-Appt Appt RPA Info Enter New RPA Update/Send to PARISEmail Addr EXIT

RPA Mumber: OZDECIPAFPCDPCZTZ569

To only refresh RPA data from Modern DCPDS press _ Fiefresh RPA Data
[This will only cverwrite existing par data only)

To only refreshidelete employee information data collected press Fefresh Employee Data
(This will delete the exployee data and reset the pick lisis)

To refresh hoth RPA data and delete Employee Datapress  Fieiresh Al |
[This will overwrite RPA data, delete employee information, and reset the pick lisis)

5/29/2003



Paris Confirmation Page

AFPC

- parisupd - Microsoft Internet Explorer provided by AFPC

Civilian Virtual InProcessing

All PARIS Forms for this RPA have flowed to PARIS

kdain kenu |

Yo

nnnnnnn

5/29/2003




ELECTRONIC FORMS AVAILABLE IN

cVIP

Al

Tentative NMenu

FORM = | TITLE COMMENTS
QF 306 Dec laration for Fedezal Erployme nt
aF-1o Application for 10-Pomt Veterans Preference Hpecialist Signature Needed,

Mote: I eraployes hegms fill
carnot be blanked out due o
echts 11 the systern.

5/29/2003



Pre-Appointment Module

Al

5/29/2003

FORM =

TITLE

COMMENTS

LF-3508

Civilian Employee Military Reserve iGuard/Retiree
Category

SF-144

Statement of Prior Federal Service

SF-181

Face and Hational Origin [dentification

SF-236

Self-ldentification of Hardicap
State Crirninal History Record Check (SCHEC) -
Leknowledze ment

SCHEIZ- Release

SCHRLC - Besidence

SCHEC - Supplemmental Ouestions

Lledical Exam Aclrnowledgzement
Dirug Testing Acknowledgzerment
Ohlizated Position &cknowledze ment

Perrnanent Interrnittent Ackno wledgzement

Emergency Essential Posifion Acknowledge ment

Flew Position felnowledgzement
Supervisory Probation &eknowleds ernent
Terrn bppointime nt Acknowledgement

Liohility &greerment Career Broadening Intem
Lcknowledzement

DONOT USE - Dioes not
flow to PARIS cwrrently

Mobility Career Programs Aclnowledgzement

DD-27é0

Cualificaton to Possess Firearms or Ammumbon

ZF-5112

Classified Information Nondisclosure &greement

DONOT USE - Dioes noat
flow to PARIS currently

&4FRC-121

Lir Beserve Technician (ART) Program Certificate
of Understanding

Temporary WTE Appomtment Acknowledze ment

DD-1417
DD-141%

Transportation &greement outside CONTIS
Transportation Lgreement within CONUS

“pecialist Signature Needed.
Specialist Sienature Meeded.




Appointment Module

ArFiPL
Appt Menu
FORM = | TITLE COMMENT
N5 1.2 Eruployment Blig totlty ¥ enfiez o CPF Spec bkt Simatuse
Nepded,
3561 A ppoime ut Affidavits CPF Spernlkt Simatuse
Needed,

5/29/2003



Forms NOt Avallable Electronically or

to be faxed

N

— Ji )
= J_/" = 24l

FORM = |TITLE COMDMIENTS
DD A8 Certificate of Helease or Discharge frorm & tiwe Inlernber Copy 4

Dty

Collese Transcrpts
LFE 2545 NAFI Hohfleaton of Persornel Achon
LAFES Form
1 200-77 5

Venficaton Latter frora Persannel Office
aF a0 Hoh fication of Persorre] Action

Cerbficabion statervent date d wathan the last year

frorn a State Vocatonal Behabil ittation Se rce,

Department o f' W eterans Affarrs or Gallandet

College .

Pennarent Change of Station (PCS) Orde rs Returring them to. Tnited

states
Thntt Savings Plan { ToP) Loan Indormation If ransfeming fromm another
= )

TaP-19 If transfemring from another

azene v, f available

5/29/2003



Onto the Selectee cVIP Experience

AFPC

Q.

-
~~
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